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Section I - Introduction 

 
A. Changes For 2018-19 

 

Software Screen Changes: 

SFRA Calculations 

The health care cost adjustment has been updated to reflect the SHBP increase of 13.0 

percent.  The maximum adjustment is the increase in health care costs that exceeds 2 

percent but is not greater than 13.0 percent, equaling a maximum adjustment of 11.0 

percent. 

 

Capital Projects Fund Balance 

The screen for disclosure of capital projects fund balance by project will now report a 

deficit balance if one exists, and will allow negative entry in the details by project. 

 

Employee Benefits Summary 

The health benefits summary at the bottom of the screen will now contain amounts from the 

Audsum submission.  The employee share for the 2016-17 column is the amount that was 

reported by the district on line 71228 in the Audsum. 

 

Other Information:  

Additional 2017-18 State Aid: 

For districts that received additional 2017-18 state aid in July 2017, the budget will need to 

be recorded based on the district resolution.   

¶ Any district that elected to use the additional state aid to reduce tax levy in 2017-18 

must revise the middle column of the 2018-19 budgeted revenues to reflect the 

additional aid and the reduced levy. 

¶ Any district that elected to use the additional state aid in 2017-18 to increase the 

budgeted appropriations must record the increase to the preloaded middle column of 

the 2018-19 budget revenues and appropriations to reflect the additional budgeted 

amounts. 

¶ Any district that elected to defer the appropriation of the additional state aid to 

2018-19 must include the additional state aid revenue amount in the Recapitulation 

of Balances section of the 2018-19 budget on line 6 as Additional Balance 

Anticipated 17-18 during FY 2018; on line 3 of the 2018-19 column as Budgeted 

Withdrawal from Unassigned; and detailed in the appropriations in the 2018-19 

column of the Appropriations screen. 

For districts with a reduction in 2017-18 state aid in July 2017, then there is nothing to 

reflect in the budget.  District actual aid and costs reported in the accounting records will be 

different from the original budget certified for taxes. 

 

Refer to the guidance on 2017-18 revised state aid for further details on the 2017-18 

additional state aid. 

 

ARRA ï SEMI:  

School districts that had received Special Education Medicaid Initiative (SEMI) 

reimbursements for the quarters ending April 1, 2009 through December 31, 2010 received 

a payment from Department of Treasury in December 2016 representing an increase in the 

http://www.state.nj.us/education/finance/fp/audit/1718/guide/AllocationsGuidance.pdf


6 

SEMI Federal Medical Assistance Percentage under the American Recovery and 

Reinvestment Act (ARRA).  In accordance with generally accepted government accounting 

principles, the revenue was required to be recognized in the 2016-17 financial statements.  

The NJDOE, in an effort to provide school districts with maximum flexibility for the use of 

this funding, provided options for districts to budget the funds in 2016-17 or 2017-18. 

 

New Jersey Administrative Code Update: 

References to N.J.A.C. 6A:23A of the New Jersey Administrative Code are current as of the 

publication date of these guidelines (January 17, 2018).  Any subsequent revisions to the 

Administrative Code are not reflected in these guidelines. 

 

Moratorium on Moving Date of Type II School District Annual School Election from 

November Back to April: 

Pursuant to P.L. 2016, c.27, a Type II school district with a November election is 

prohibited, through May 2018, from moving the date of the annual school election from 

November to April.  A School District Annual Election Study Commission is to be created, 

and issue a report of findings to the Governor and the Legislature for consideration. 

 

Lead Testing of Drinking Water : 

Pursuant to N.J.A.C. 6A:26-12.4(g), all district boards of education must annually submit to 

the NJDOE a statement of assurance that testing for lead in drinking water has been 

completed.  Districts should refer to the NJDOE lead testing website for more information. 

 

Board of Education for Newly Created Regional District: 

Pursuant to P.L. 2017, c.45, the boards of education proposing to form a newly created 

regional school district may by resolution frame and adopt a proposal to calculate and 

apportion the membership of the board of education of the newly created regional district 

other than in accordance with the provisions of N.J.S.A. 18A:13-8. If the Commissioner 

approves the alternative apportionment, then that alternative apportionment shall be 

included in the consultation, study, and investigation conducted pursuant to N.J.S.A. 

18A:13-34 to determine whether it is advisable for school districts to form a newly created 

regional school district. If the Commissioner or her representative determines that it is 

advisable for such districts to form a newly created regional school district, and the 

question of whether or not the proposal to create a regional district is submitted to the 

voters pursuant to N.J.S.A. 18A:13-34, and the proposal is adopted by the voters pursuant to 

N.J.S.A. 18A:13-35, then the members of the board of education of the regional district 

shall be elected in accordance with such alternate apportionment. 

 

State to Pay Educational Costs of Students Who Reside in Homeless Shelter Outside 

of District of Residence for More than One Year: 

Pursuant to P.L. 2017, c.83, the State will  pay the educational costs of a student who 

resides for more than one year in a homeless shelter located outside the studentôs district of 

residence. The purpose of the law is to avoid concentrating the educational costs of students 

who live in homeless shelters for extended periods on the communities in which those 

shelters are located. 

 

Non-Operating School Districts: 

Pursuant to P.L. 2016, c.102, the definition of non-operating district was modified to 

include newly-formed non-operating districts after 2009. Moreover, the bill increases the 

http://www.state.nj.us/education/lead/
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term under which a Type II school district may rent buildings for school purposes without 

voter approval from 5 years to 10 years. 

 

Access to School Surveillance Equipment by Law Enforcement Agencies: 

Pursuant to P.L. 2017, c.119, if a school building of a school district is equipped with video 

surveillance equipment that is capable of wirelessly streaming live video to a remote 

location, the board of education must enter into a memorandum of understanding (MOU) 

with local law enforcement authorities giving the authorities the ability to activate the 

equipment and view live streaming videos. In the case of a school building located in a 

municipality that does not have a municipal police department, then the board would enter 

into the MOU with an entity designated by the Superintendent of the State Police. 

 

Voting Rights of Representatives of Sending Districts on Receiving District Board of 

Education: 

Pursuant to P.L. 2017, c.140, the voting rights of representatives of sending districts who 

are eligible for membership on the receiving district board of education are broadened.  

This bill provides that the representative would also vote on any matter directly involving 

the sending district pupils or programs and services utilized by them; approval of the annual 

receiving district budget; any collectively negotiated agreement involving employees who 

provide services utilized by sending district pupils; any individual employee contracts not 

covered by a collectively negotiated agreement, if those employees provide or oversee 

programs or services utilized by sending district pupils; and any matter concerning 

governance of the receiving board, including, but not limited to, the selection of the board 

president and vice-president, approval of board bylaws, and the employment of 

professionals or consultants such as attorneys, architects, engineers, or others who provide 

services to the receiving district board of education. 

 

New Jersey School Safety Specialists: 

Pursuant to P.L. 2017, c.162, a school superintendent must designate a school safety 

specialist for the school district. The school safety specialist must complete the certification 

program developed by the New Jersey School Safety Specialist Academy created by this 

law.  The school safety specialist will: be responsible for the supervision and oversight for 

all school safety and security personnel, policies, and procedures in the school district; 

ensure that these policies and procedures are in compliance with State law and regulations; 

and provide the necessary training and resources to school district staff in matters relating 

to school safety and security. The school safety specialist will also serve as the school 

district liaison with local law enforcement and national, State, and community agencies and 

organizations in matters of school safety and security. 

 

Criminal Background Checks for School Board Candidates: 

Pursuant to P.L. 2017, c.219, a candidate for election to the office of school board member 

is required to file with his nominating petition a specific affirmation that he has not been 

convicted of any of the disqualifying crimes listed pursuant to N.J.S.A. 18A:12-1. 

 

Provision of Computer Science Courses: 

Pursuant to P.L. 2017, c.303, no later than the beginning of the 2018- 2019 school year, 

each public school enrolling students in grades nine through 12 will offer a course in 

computer science. The course would include instruction in computational thinking, 

computer programming, the appropriate use of the Internet and development of Internet 
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web pages, data security and the prevention of data breaches, ethical matters in computer 

science, and the global impact of advancements in computer science. The bill also 

stipulates that by the 2022-2023 school year, the NJDOE will adopt any appropriate 

changes to the New Jersey Student Learning Standards and graduation requirements based 

upon the review undertaken by NJDOE pursuant to section 2 of P.L.2015, c.229. 

 

School Districts Permitted to Invest in Local Government Investment Pools Managed 

in Accordance With Applicable Governmental Accounting Standards Board 

Guidelines: 

Pursuant to P.L. 2017, c.310, there is a revision to current law governing the types of 

securities that may be purchased by local units and school districts to provide that local 

government investment pools must be managed in accordance with generally accepted 

accounting and financial reporting principles established by the Governmental Accounting 

Standards Board (GASB). Previously, law required local government investment pools to 

be managed pursuant to U.S. Securities and Exchange Commission (SEC) regulations 

governing money market funds (17 C.F.R. s.270.2a-7). Local government investment pools 

function like money market funds in the private sector. 

 

Public and Nonpublic Schools to Notify Students and Parents of Availability of 

Summer Meals Programs and Locations Where Meals Are Served: 

Pursuant to P.L. 2017, c.387, each school district and nonpublic school in the State is 

required to notify each student enrolled in the school district or nonpublic school and the 

studentôs parent or guardian of the availability of, and criteria of eligibility for, the summer 

meals program and the locations in the local school district where the summer meals are 

available. 

 

School Bus Transporting Students Using Wheelchairs to Be Equipped with Four -

Point Securement System; Requires School Bus Operator to Secure Students Using 

Wheelchairs: 

Pursuant to P.L. 2017, c.349, school buses that provide transportation for students using 

wheelchairs will be required to be equipped with a four-point securement system for each 

student using a wheelchair on the school bus. A four-point securement system is defined by 

the bill as a complete four-point system that includes four wheelchair restraints to secure a 

wheelchair to the vehicle floor; a lap and shoulder belt that integrates to the rear wheelchair 

restraints; and floor anchorages installed in the vehicle floor. Under the bill, students using 

wheelchairs are required to be secured using the four-point securement system at all times 

while the bus is in operation. The bill takes effect immediately upon enactment, but 

remains inoperative until the September 1 of the second year next following enactment. 

 

 

B. Introduction  
 

i. Purpose of This Manual 

 

This manual provides a broad technical overview of the information necessary to utilize 

the web-based budget program and detailed budget preparation information, including 

relevant law and code citations.  This manual was prepared for use by all school districts - 

regular, county vocational, county special services, educational service commissions, and 

non-operating districts.  Instructions for all district types are incorporated into these 



9 

budget guidelines. All districts are encouraged to read this document thoroughly to ensure 

that they enter their budget information completely and correctly.  

 

Section I of this manual describes the reporting requirements and responsibilities for 

budgeting.  The guidelines are primarily for the use of local school districts and county 

offices.   

Part A presents the changes for 2018-19. 

Part B presents the purpose of the manual and the schedule for submitting budget 

documents. 

Part C describes the major responsibilities of boards of education and the executive 

county superintendent regarding budget preparation, submission, and review. 

 

Section II provides instructions for accessing the budget software. 

 

Section III  contains detailed instructions for the data entry screens of the budget 

software. 

 

Section IV describes the requirements for, and creation of, the User-Friendly Budget File 

and the Advertised File for Newspapers. 

 

Section V contains instructions for printing from the budget software. 

 

Section VI  includes samples of the worksheets and reports used by districts for ballot 

questions and statements of purpose. 

 

Section VII  contains procedures to be followed in the event of a voter defeat or board of 

school estimate reductions to the proposed budget. 

 

Appendices are explanatory notes and are in separate files: 

¶ Appendix A details the advertised per pupil cost calculations; 

¶ Appendix B contains explanatory notes for the edit messages; 

¶ Appendix C lists the minimum chart of account descriptions for expenditures by 

program/function; and 

¶ Appendix D contains a county review checklist for the budget. 

 

Highlighted paragraphs and sentences correspond to key changes or expanded 

information in the 2018-19 guidelines.  Minor changes to dates and other sentences are 

not highlighted.  District personnel who work with the budget are encouraged to read the 

entire guidelines for the most comprehensive understanding. 

 

The software is web-based and accessed through the Homeroom website.  The district 

budget data will be transmitted directly to the New Jersey Department of Education 

(NJDOE) database.  This will enable users to work on the budget from a variety of locales 

and allow multiple users in the system simultaneously.  The county office can review the 

district progress and assist in questions by directly viewing the entered data. 

 

The district-certified audited data from the Audsum program from school year 2016-17 

will be available in the revenue, appropriation and recapitulation of balances sections.  

http://homeroom.state.nj.us/
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The budgeted data from school year 2017-18 will also be seen in the revenue, 

appropriation and recapitulation of balances sections.  The total amount of un-liquidated 

purchase orders from the prior year will be seen in account 10-754, line number 710.  In 

order to balance the budget, adjustments will need to be made in each of the appropriation 

lines where these orders are charged.  Any additional changes made to the budget after it 

was approved and prior to February 1 will also need to be made. 

 

After the Governorôs budget address, state aid numbers will be added to the districtôs 

budget file directly by the NJDOE.  Any temporary numbers that users may have entered 

will be erased in these fields and the fields will be locked to prevent any further entry by 

the district.  Note that the Preschool Education Aid in special revenue fund must be 

entered by the district.  Please see section III.C.iv for more detailed instructions regarding 

the data entry for Preschool Education Aid. 

  

Once state aid is released, the user-friendly budget, remaining SFRA calculations, the 

export of certification of school taxes, and the option to prepare the advertised budget 

will be available.  The program will be updated without overwriting any data that was 

previously keyed using the initial program. 

 

ii.  Schedule for Submission of Budget Forms 

 

The district budget submission will be electronic, and the district will submit a copy of 

the districtôs position control roster and any other supporting information required for the 

county office review, such as additional supporting information for SEMI alternate 

revenue projections, and additional supporting information for districts requesting 

automatic cap adjustments, if applicable.  See Appendix D for the budget submission list.  

The budget statement certification must be completed in the budget software, on the 

County Review and Approval tab (screen two), within two days after the public hearing. 

 

It should be noted that there may be as many as four budget submissions to the county 

office, depending on the need for revisions.  These submissions are as follows: 

 

1) Preliminary/Initial submission; 

2) Following changes from county office review for approval for advertising; 

3) Following changes at public hearing and prior to submission for the ballot (regular 

type II districts); 

4) For certification of taxes: 

a) For districts with an April election, after a separate proposal is passed by the 

voters, or as of the certification of taxes by a municipal governing body where 

settlement has been reached following a budget defeat or upon reductions made by 

the board of school estimate in the adoption and certification of regular type I, 

county vocational, and county special services school districts;  

b) For districts with a November election, after a separate proposal is passed by the 

voters. 

 

The procedures related to submission of the final budget data differ based on the outcome 

of the election.  Section VII should be referenced for the procedures to be followed in the 

event of a voter defeat of or board of school estimate reductions to the proposed budget. 
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iii.  Public Notice and Inspection 

 

Pursuant to N.J.A.C. 6A:23A-8.2, once a district submits the budget application to 

the executive county superintendent for approval, or by the statutory due date if 

that date is earlier, the district must make available for public inspection all 

budget and supporting documentation contained in the budget application and all 

other documents listed in N.J.A.C. 6A:23A-8.1.   

 

Any district which proposes a base budget that contains general fund tax levy and 

equalization aid in excess of its expected local levy must also do the following: 

 

1.  Include the full text of the statement required by N.J.S.A. 18A:7F-5(d)(10) in the 

advertised section of the budget pursuant to N.J.S.A. 18A:22-8, in the legal notice 

of public hearing pursuant to N.J.S.A. 18A:22-11, posting at the public hearing, 

and on the sample ballot as follows: 

 

Your school district has proposed programs and services in addition to the 

New Jersey Student Learning Standards adopted by the State Board of 

Education.  Information on this budget and the programs and services it 

provides is available from your local school district. 

 

Note: This additional statement is not required on the actual ballot.   

 

2.  Prepare a narrative statement based on the thoroughness and efficiency standards 

which describes in specific detail the reasons and the extent to which the districtôs 

proposed budget contains spending which exceeds its expected local levy (that is, 

the maximum amount needed to deliver curriculum and instruction which will 

enable all students to achieve the New Jersey Student Learning Standards).  That 

statement must be included with the budget application and other materials for 

public inspection.  The SFRA report entitled ñReport of District Status Above or 

Below Expected Local Levyò should be used to complete this narrative statement 

describing the programs and services in excess of the expected local levy.  Only 

districts whose proposed general fund tax levy and equalization aid exceeds the 

expected local levy are required to complete this statement. 

 

The budget as adopted for the school year, pursuant to N.J.A.C. 6A:23A-8.1(c),  

shall be provided for public inspection on the districtôs internet site, if one exists, 

and made available in print in a ñuser-friendlyò summary format within 48 hours 

after the public hearing on the budget.  See section IV.A of this document for 

instructions regarding the preparation of the user-friendly budget file in the 

budget software. 

 

C. Responsibilities 
 

i. District Responsibilities 

 

Electronic data collection of the 2018-19 Annual School District Budget Statement for all 

interim steps throughout the approval process is mandatory for all districts , regardless 

of hardware and software capabilities.  The web-based budget program will generate 
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reports meeting the prescribed budget format depending upon the type of budget required 

for the district (regular, vocational, or special services).  It will also generate the 

supporting documentation items, projected enrollment, estimated tuition rates, tax levy 

certification, and the tax levy cap adjustment materials.   

 

The county office will  not accept the district budget statement for review and approval if 

it has not been generated by the budget program.  As in past years, educational services 

commissions will continue to complete a regular school district budget. 

 

a. The board of education is responsible for ensuring that the School District Budget 

Statement is prepared and submitted to the executive county superintendent using the 

prescribed budget program by the deadline established in the election calendar.  A 

duly approved board resolution certifying the general fund amount must be included 

with the initial budget submission and any additional supporting documentation as 

required under the review process.   

 

Type I school districts must submit those items included in the ñdefeated budget 

packageò to the board of school estimate.  A list of those items is contained in 

Section VII of this manual. 

 

b. For regular school districts, the board of education will advertise the budget 

only after it has been approved by the executive county superintendent, unless 

prior Commissioner approval has been granted (N.J.A.C. 6A:23A-9.1(b)).  This 

approval has not been granted for 2018-19.  The following are required to be 

included in the advertisement:  

¶ the advertised enrollments, 

¶ the advertised revenues, 

¶ the advertised appropriations, 

¶ the advertised recapitulation of balances, 

¶ the advertised per pupil cost calculations, 

¶ capital outlay projects summary, and 

¶ any request (ñStatement of Purposeò) for withdrawal, or designated deposit, 

of capital reserve for excess costs or other capital projects, if applicable and 

for withdrawal of capital reserve to augment a referendum.  The budget 

program does not produce the required advertised ñstatement of purposeò for 

capital reserve withdrawal or designated deposits for excess costs or other 

capital projects, or withdrawals to augment a referendum, instead see Section 

VI of this document for a sample. 

 

c. For county vocational and special services school districts, the board of school 

estimate may not adopt and certify the budget prior to its approval by the executive 

county superintendent. 

 

d. After adoption of the budget following the public hearing for regular districts or the 

approval by the board of school estimate for county vocational or special services 

school districts, the board of education will notify the executive county 

superintendent of the budget adoption. 
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For any district, the user-friendly budget must be posted on the district website, if 

one exists, within 48 hours after the public hearing (N.J.A.C. 6A:23A-8.1(c)).  This 

posting must be updated after the election to reflect the final budget, and remain on 

the district website for the entire year until the next budget cycle. 

 

If the adopted budget remains unchanged from the original approved for advertising, 

the district will execute Statement A of the Budget Statement Certification, on the 

County Review and Approval tab of the budget software.  If the adopted budget is 

revised, the district will execute Statement B of the Budget Statement Certification 

with an explanation of the difference(s) to the executive county superintendent.  

Once the software is reopened by the county office for the district to make the 

appropriate changes to the budget data to reflect the revisions of the board of 

education, the district will then again certify the budget for approval prior to the 

election, if necessary.  The budget program provides statements A and B in the 

County Review and Approval screen, on the second screen. 

 

e. If the board of education is presenting any separate proposals to the voters or the 

Board of School Estimate, an additional certification must be submitted.  The budget 

program does not produce the separate proposal statements, instead see Section VI of 

this document for a sample.  The district will execute Statement A of the Budget 

Statement Certification-Separate Proposal if the separate proposal was adopted as 

approved after the public hearing.  Statement B is executed if after the public 

hearing: the separate proposal is revised; a separate proposal is initially developed 

and adopted; or the separate proposal is withdrawn from consideration.  If after the 

public hearing, the separate proposal is revised or initially adopted, two copies of the 

adopted question shall be submitted to the county office. 

 

f. The budget program does not produce a sample ballot question.  Instead, sample 

wordings are provided in Section VI of this document.  Under N.J.S.A. 18A:7F-5, if 

the board of education is proposing a budget which exceeds the expected local levy, 

an additional statement is required to be published in the legal notice of public 

hearing and on the sample ballot.  The additional statement is not required on the 

actual ballot. 

 

g. The calculation for determination of whether the additional statement is required for 

a district's proposed budget is provided by the budget software program in the SFRA 

report entitled ñReport of District Status Above or Below Expected Local Levyò.  

Samples of the calculation are provided in this manual under the SFRA Calculations 

ñReport of District Statusò in Section III.D.i.1. 

 

h. The board of education shall comply with all provisions of the administrative code 

and statutes relating to public inspection, hearings, advertisement, and elections. 

 

i. The board of education of Type II school districts shall notify the county office of the 

result of the school election by 9:00 a.m. on the day following the election. 

 

j. The board of education must be prepared to discuss the general fund free balance 

status with the executive county superintendent.  The board must also fully document 
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any balances reserved for specific purposes; balances reserved for specific purposes 

require a resolution of the board of education. 

 

k. The board of education must be prepared to discuss the entire general fund budget to 

show that all increases are reasonable. 

 

l. The board of education must be prepared to discuss any proposed separate proposals 

to show all proposals are not required for T&E and do not include any existing 

programs and services unless approval is granted pursuant to N.J.S.A. 18A:7F-

5(d)(9).  The board must also submit written documentation and certify that efforts 

were made to enter into shared service arrangements with other districts or 

governmental units and if the district has not entered into those potential 

arrangements that such arrangements would result in additional expenditures for the 

district. 

 

m. The board of education must notify the executive county superintendent whenever 

the responsibility and associated cost of a school district activity is transferred to 

another school district or governmental entity without an additional cost. 

 

n. The board of education must submit a budget in which the advertised per pupil 

administrative cost does not exceed the lower of the prebudget year per pupil cost 

adjusted as of February 1 in the proposed budget plus any approved increases or the 

regional limit, as calculated on supporting documentation item entitled 

ñAdministrative Cost Limitò. 

 

ii.  Responsibilities of the Executive County Superintendent 

 

a. The executive county superintendent will review and approve the proposed budget of 

each district prior to its advertisement, unless prior Commissioner approval for 

advertisement without county review has been granted.  For 2018-19 budgets, prior 

Commissioner approval has not been given.  The review will include verification 

that the base budget provides curriculum and instruction that are designed and will 

be delivered in such a way that all students will have the opportunity to achieve the 

knowledge and skills defined by New Jersey's Student Learning Standards (NJSLS) 

and that the base budget contains funds sufficient to meet all existing statutory and 

regulatory mandates.  The review will also include verification that the base budget 

includes the required maintenance budget amount as calculated and submitted on the 

M1 Form and that the base budget does not exceed the administrative cost limit as 

calculated on the Administrative Cost Limit supporting documentation item. 

 

b. The executive county superintendent has the authority to order any changes in 

revenue and expenditure proposals that are unsuitable or inappropriate. 

 

c. The executive county superintendent will review the districtôs rationale provided for 
estimating enrollment increases greater than 1% of the NJDOEôs estimated growth 

rate as entered and calculated on the enrollment projections report. 

 

d. The executive county superintendent will review the proposed budget to determine 

whether items identified for reallocation and/or reduction during a review of 
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administrative and operational efficiencies in the prebudget year are reflected in the 

proposed budget. 

 

e. The executive county superintendent will review the districtôs estimate of current 
year general fund surplus balance summarized in the Recapitulation of Balances.  

The executive county superintendent may request revisions to the districtôs surplus 

estimates if deemed necessary by the review.   

 

f. For those districts with separate proposals for additional spending being submitted to 

the voters or board of school estimate: 

¶ The review will include verification that the proposals do not contain any 

programs or services necessary for the district to provide the opportunity for all 

students to achieve the thoroughness standards (NJSLS and CCCS) and do not 

contain proposed expenditures for items which are contained in the efficiency 

standards established when the amounts contained in the base budget for those 

items are greater than that contained in the efficiency standards. 

¶ The review will also include verification that the proposals do not include any 

programs and services that were included in the prebudget year unless a written 

request is submitted to and approval is obtained from the executive county 

superintendent. 

¶ The executive county superintendent may prohibit the submission of proposals if 

it is determined that the district has not implemented all potential efficiencies in 

the administrative operations which would have negated the need for the 

proposals. 

 

g. The executive county superintendent may disapprove a portion of a school districtôs 

budget if (s)he determines that the district has not implemented all potential 

efficiencies in administration and operations or if the budget includes excessive non-

instructional expenses. 

 

h. The executive county superintendent shall confirm for those districts receiving 

Preschool Education Aid that the audited June 30, 2017 carryover balances have 

been properly taken into consideration in the development of the applicable plans for 

2018-19. 

 

i. The executive county superintendent will review the district's Tax Levy Cap 

Calculation Worksheet for accuracy to determine that the tax levy does not exceed 

the maximum permitted tax levy after adjustments.  (Revenue line 100 is not greater 

than line (I) on the tax levy cap worksheet.) 

 

j. The executive county superintendent will review the district's tax levy cap 

adjustment worksheets for agreement to the tax levy cap worksheet and all of the 

appropriate attachments for accuracy and completeness. 

 

k. The executive county superintendent will make specific written recommendations to 

the Commissioner, directing budget reallocations and programmatic adjustments 

deemed necessary to ensure implementation of T&E pursuant to N.J.S.A. 18A:7F-

6(a). 
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l. The executive county superintendent will review the districtôs request for use of 

banked cap to ensure that all current year adjustments have been utilized before 

requesting the use of banked cap, and that the request uses the oldest year of banked 

cap first. 

  

m. Failure of any district to budget funds to meet statutory requirements is a very 

serious matter and will result in the executive county superintendent rejection of the 

budget.  The district will be advised of any lack of budget approval with specific 

recommendations on necessary corrective revisions. 

 

n. State aid payments for the next budget year will not be processed unless the budget is 

approved by the executive county superintendent. 

 

o. If a board of education revises a previously approved proposed budget after the 

public hearing, the district must contact the county office in order gain access to 

revise the budget.  The revised budget will be resubmitted to the executive county 

superintendent for approval.  If the executive county superintendent finds that the 

revised budget is approvable, the executive county superintendent will approve the 

budget on the County Review and Approval tab in the software.  In the event that the 

executive county superintendent determines that the revised budget is not 

approvable, the district will be immediately advised of the decision and specific 

recommendations and/or corrective action measures will be shared with the district. 

 

p. All budget records, including the budget review checklist, will remain on file at the 

county office. 

 

q. Districts will be requested to submit a budget that reflects revisions resulting from 

the Commissionerôs decision on any budget reduction application for restoration 

following the certification of taxes. 

 

r. County offices are required to maintain an accurate file of district budgets from the 

time of submission for initial review until the tax levy has been certified. 

 

iii.  County Review Checklist 

 

The county review checklist is included as Appendix D of this document. 
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Section II ï Accessing the Program from the Web 
 

 

A. Hardware and Software Requirements 
 

To be able to access the budget software, which is web-based, the district will need to have a 

computer system which meets the following minimum requirements: 

¶ Internet capabilities using Internet Explorer version 10 or 11; Google Chrome 

version 32.0.1700.41; Apple Safari version 5.1.7(7534.57.2); or Mozilla Firefox 

version 26.0.  Note:  Although the NJDOE has fully tested the operations of the 

software prior to release, it is not possible to simulate the operations of all internet 

browsers in use at school district administrative offices.  If users are using Chrome, 

Firefox or Safari and having issues with screens not loading, then it is suggested 

that one of the compatible versions of Internet Explorer be used instead; 

¶ Sign-on and password provided by the district Homeroom Administrator; 

¶ Users should make sure that internet settings do not block pop-ups while accessing 

the budget software; and 

¶ Internet Explorer users should make sure that the Internet Explorer setting for 

ñActiveX Filteringò under the IE Tools menu is disabled. 

 

Users should clear the cache in the browser before using the budget program for the first 

time. 

 

 

B. Conventions 
 

The following conventions are used throughout this program and manual. 

¶ Use the Enter key to input data into the current cell, and move to the next cell to the 

right.  If there are no cells to the right then the system will move to the next cell down. 

¶ Use the Up/Down Arrow  keys or mouse click to highlight a choice if it appears on the 

screen. 

¶ If a choice does not appear on the current screen, use the PgUp/PgDn, Up/Down Arrow  

keys, or program scroll bar to view data that is not currently visible on the screen. 

¶ Users must click the Save Data button on each screen to save the input to the database at 

the NJDOE. 

¶ Depending on system traffic, it may take some time for the data to save to the 

database.  On-screen messages will warn the user when the data is still being 

processed.  Please be patient and allow the system to save. 

¶ If an on-screen edit is displayed on the screen (in red text above or below the data 

entry box), the data is not saved.  The data must pass the on-screen edits for the 

data to save. 

¶ If all of the data entry does not appear on the screen after saving, click on the 

Reload Page button to refresh the page. 

¶ In some cases, the user will receive an on-screen message which reads ñAn error 

occurred while saving data.  Please try again.ò  This appears when an exception 

has occurred in the save process.  The data on the screen will appear that it has 



18 

saved because it will remove the bold font, but the data has not properly saved.  

The user should refresh their browser screen and try saving data again. 

¶ The browser Back Arrow  key will return the user to the previous screen Without Saving 

Data.  If  users ñXò out of the browser, the data will not be saved. 

¶ The Reload Page button will cancel changes and restore the last saved version of the 

current screen. 

¶ The Export Excel button will create a 97-2003 Excel document from the data and format 

that is currently displayed on the screen, which can be saved or opened. 

¶ The Export Pdf  button will create a PDF document from the data and format that is 

currently displayed on the screen, which can be saved or opened. 

¶ If the user wishes to change the column widths on the individual screens, move the mouse 

to the end of the column.  When the double arrow appears, click and drag to change the 

column width. 

¶ For the calendar drop-down screens, the month or year may be changed by clicking on 

them in the heading line, or by using the arrow keys to scroll month-to-month. 

 

If the user wishes to change the size of the font on the screen, use the Windows toolbar to 

change the ñzoomò percentage (from the menu bar, select ñViewò, then ñZoomò, then select 

the percentage). 

 

Note on Export Excel and Export PDF Files: 

If the user wishes to print or save a copy of budget data using either the ñExport Excelò or 

ñExport PDFò buttons, the user will be prompted to open or save the file.  Choose Save and 

rename the file. If the user does not rename the exported file, it will be saved with the default 

name of either grid.xls for Excel files or 2018~2019_.pdf for PDF files.  Renaming files prior 

to saving will help avoid overwriting saved files. 

 

 

C. Accessing the System 
 

Sign-on and password for district users of the budget program will be assigned by the district 

Homeroom Administrator.  The Homeroom administrator must create user accounts for 

individuals that need access to the budget software.  Users must contact the district 

Homeroom administrator to create a unique User ID and Password.  Please refer to the link 

entitled ñHomeroom Administrator Manualò on the NJDOE Homeroom website for the 

instructions regarding the Homeroom administrator login.  The budget software is named 

ñBudget Statementò in the Homeroom administrator system. 

 

The budget-related guidance documents are posted on the NJDOE School Finance website.   

 

From the login screen, district users will need to select the login level as ñDistrictò and then 

enter the 2-digit county ID, 4-digit district ID, user ID, and user password.  Once this 

information is entered, select the ñlog onò button to access the program.  

 

County offices will need to select the login level as ñCountyò and enter the user ID and 

password that was created through the Office of School Finance.  County login will give 

write-access for approvals in the counties for which the individual is responsible (as indicated 

by the county names which are bold on the screen), and read-only access to all other counties.  

http://homeroom.state.nj.us/
http://www.state.nj.us/education/finance/fp/dwb.shtml
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Questions regarding county-level login information should be emailed to 

budget@doe.state.nj.us.  

 

 
 

 

Order in which to access screens: 

Information will flow between screens in the software; therefore, certain screens must be 

completed in particular order: 

 

1. First, access the Supporting Documentation tab, scroll down to Statements of 

Priorities and NJSLS and click on it.  For specific data entry instructions, refer to the 

explanations in the Supporting Documentation information in Section III  of this 

document.  Click the ñSave Dataò button before leaving the screen. 

 

2. Second, access the Budget tab, scroll down to Recap of Balances and click on it.  The 

information from Recap flows into the Revenues and Appropriations screens, and 

therefore must be completed first. 

a. Complete the 2017-18 column for all sections on Recapitulation of Balances.  

Click the ñSave Dataò button before leaving the screen. 

b. Access the Budget tab, scroll down to Revenues and click on it.  Revise the 

preloaded 2017-18 amounts to reflect the budget as of February 1, 2018.  Click 

the ñSave Dataò button before leaving the screen. 

c. Access the Budget tab, scroll down to Appropriations  and click on it.  Revise 

the preloaded 2017-18 amounts to reflect the budget as of February 1, 2018.  

Click the ñSave Dataò button before leaving the screen. 

d. Access the Budget tab, scroll down to Appropriation of Excess Surplus and 

click on it.  Review the amounts from Recap, Revenues and Appropriations, and 

adjust the 2017-18 amounts on the Recap, Revenues and Appropriations screens 

as necessary.  Refer to the guidance for Appropriation of Excess Surplus in 

mailto:budget@doe.state.nj.us
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Section III of this document, and enter amounts on lines A1 through A3 as 

necessary.  Click the ñSave Dataò button before leaving the screen. 

e. Return to Recap of Balances and complete the 2018-19 column. Click the ñSave 

Dataò button before leaving the screen. 

 

3. Districts with send-receive relationships must access the Calculations tab, Estimated 

Tuition Calculations selections. 

a. Scroll down to Formulas for Selected Appropriations and click on it, to open 

the screen and initiate the calculation. 

b. Scroll down to Rates for All Programs and click on it to open the screen and 

initiate the calculation.  For specific data entry instructions, refer to the 

explanations in the Estimated Tuition information in Section III of this document.  

Click the ñSave Dataò button before leaving the screen. 

 

4. (Only for those districts that receive Preschool Education Aid and Preschool 

Education Expansion Aid): Access the Budget tab, scroll down to Preschool 

Education Aid and click on it.  For specific data entry instructions, refer to the 

explanations in the budget tab information in Section III of this document.  Click the 

ñSave Dataò button before leaving the screen. 

 

5. (For districts anticipating capital projects for 2018-19): Access the Budget tab, scroll 

down to Capital Projects and Reserve and click on it.  For specific data entry 

instructions, refer to the explanations in the budget tab information in Section III  of this 

document.  Click the ñSave Dataò button before leaving the screen. 

 

6. Access the Budget tab, scroll down to SEMI  and click on it.  For specific data entry 

instructions, refer to the explanations in the budget tab information in Section III of this 

document.  Click the ñSave Dataò button before leaving the screen. 

 

7. Access the Budget tab, scroll down to Appropriations  and click on it.  Enter the 

projected budgeted appropriations for 2018-19.  Click the ñSave Dataò button before 

leaving the screen. 

 

8. Access the Calculations tab, SFRA Calculations. 

a. Scroll down to Prebudget Year Levy &  Enroll Adjustment  and click on it to 

open the screen and initiate the calculation. 

b. Scroll down to Health Care Costs and click on it. For specific data entry 

instructions, refer to the explanations in the SFRA information in Section III of 

this document.  Click the ñSave Dataò button before leaving the screen. 

c. Scroll down to Deferred Pension Contributions and click on it to open the 

screen and initiate the calculation. 

d. Scroll down to Responsibility Shifted To/From Another. For specific data entry 

instructions, refer to the explanations in the SFRA information in Section III of 

this document.  Click the ñSave Dataò button before leaving the screen. 

e. Scroll down to Cap Banking Eligibility  and click on it. For specific data entry 

instructions, refer to the explanations in the SFRA information in Section III of 

this document.  Click the ñSave Dataò button before leaving the screen. 

f. Scroll down to Tax Levy Cap Calculation and click on it to open the screen and 

initiate the calculation. 
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g. Note: The Report of District Status and Minimum Tax Levy  calculations will 

not be available until the release of state aid.  When they are available, these 

screens should be opened to initialize the calculations. 

 

9. Access the Budget tab, scroll down to Revenues and click on it.  Enter the projected 

budgeted revenues for 2018-19.  Click the ñSave Dataò button before leaving the screen. 

 

10. Access the Enrollment  tab.  Enter the projected enrollment for 2018-19.  For specific 

data entry instructions, refer to the explanations in the enrollment section of this 

document in Section III.  Click the ñSave Dataò button before leaving the screen. 

 

11. Access the Supporting Documentation tab, scroll down to Per Pupil Costs and click on 

it.  This will automatically calculate the district per pupil costs from entries made in the 

Appropriations and Enrollment areas. 

 

12. Access the Supporting Documentation tab, scroll down to the Administrative Cost 

Limit  and click on it.  This will automatically calculate the district administrative cost 

limit  if the district is not requesting approval from the executive county superintendent to 

increase the base 2017-18 costs.  For specific data entry instructions, refer to the 

explanations in the supporting documentation information in Section III  of this document.  

Click the ñSave Dataò button before leaving the screen. 

 

13. Note: The Tax Levy Certification  calculations will not be available for export to PDF 

until the release of state aid. 

a. Access the Tax Levy Certification  tab, scroll down to A4F and click on it.  For 

specific data entry instructions, refer to the explanations in the Tax Levy 

Certification information in Section III  of this document.  Click the ñSave Dataò 

button before leaving the screen. 

b. Access the Tax Levy Certification  tab, scroll down to Estimated Tax Rate 

Information  and click on it.  For specific data entry instructions, refer to the 

explanations in the Tax Levy Certification information in Section III  of this 

document.  Click the ñSave Dataò button before leaving the screen. 

 

14. Complete the remaining Supporting Documentation items: 

a. Contract Info for Select Staff 

i. First complete the Teacher Contract screen. 

ii.  Next complete the Employee List screen. 

iii.  Last complete the Employee Benefit Detail screen.  This screen uses 

information from the Teacher Contract screen to calculate the amount 

above the teacher contract. 

iv. For specific data entry instructions, refer to the explanations in the 

Contract Info for Select Staff information in Section III of this document. 

b. Employee Benefits - For specific data entry instructions, refer to the explanations 

in the Employee Benefits information in Section III of this document.  Click the 

ñSaveò button before leaving the screen. 

c. Equipment - For specific data entry instructions, refer to the explanations in the 

Equipment information in Section III of this document.  Click the ñSaveò button 

before leaving the screen. 
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d. Shared Services - For specific data entry instructions, refer to the explanations in 

the Shared Services information in Section III of this document.  Click the ñSave 

Dataò button before leaving the screen. 

e. Unusual Revenues and Appropriations - For specific data entry instructions, 

refer to the explanations in the Unusual Revenues and Appropriations information 

in Section III of this document.  Click the ñSave Dataò button before leaving the 

screen. 

 

15. Complete the remaining SFRA items under the Calculations tab: 

a. Report of District Status - For specific data entry instructions, refer to the 

explanations in the SFRA information in Section III of this document.  Click the 

ñSave Dataò button before leaving the screen. 

b. Separate Proposal Summary - For specific data entry instructions, refer to the 

explanations in the SFRA information in Section III of this document.  Click the 

ñSave Dataò button before leaving the screen. 

 

16. Access the Edit Report tab. For specific instructions, refer to the explanations in the Edit 

Report information in Section III of this document. 

 

17. After the budget is completed and all edits have been cleared, access the County Review 

and Approval tab.  On the ñDistrictò line, the district user will check the box ñready for 

reviewò after all data entry is completed.  For specific instructions, refer to the 

explanations in the County Review and Approval information in Section III of this 

document.  Click the ñSaveò button before leaving the screen. 

 

 

D. Automatic Logoff 
 

The system automatically logs the user off if there is no activity for more than two 

hours. The following error messages could appear if the system logs off or if there is a 

problem with the login: 

* You have successfully logged out.  Please close all of your open browser windows to 

completely log out of your account.  Thank you for using Budget!  or Sign in again. 

* Please enter county ID in two numbers 

* Please enter district ID in 4 numbers 

* The authorization failed!  Please enter correct login data, try again. 

 

*  We did not process your request because of one of the following reasons: 

Å Your user session may be expired because of long idle time, please login again. 

Å You have logged out. 

Å An invalid request. 

Å The authorization failed. 
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E. Logging Out of the System 
 

In the top right corner of the software screen, click on ñLogoutò to exit the system.  If the 

user has not clicked the ñSave Dataò button, any changes/updates on the current screen will 

be lost. 

 

 

 
 

 

For district users, after clicking the ñLogoutò option, the following screen will appear: 

 

 
 

 

Note for multiple sessions open on the same computer: 

If from a single PC two browser windows are opened to access Budget and the user logs 

in either with the same district ID or different district IDs, then logging out from any one 

browser window will also end the session for the other browser window on the PC. 

 

Note for County-level Users: 

Selecting the ñLogoutò link will return the county-level users to the County Selection 

screen.  From this screen, the county-level user may select another county and district to 

continue working in the system, or must select the ñLogoutò link again to log out of the 

system. 
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Section III ï Entering the District Budget 
 

 

A. General Overview for Budget Completion 
 

The 2016-17 actual amounts in the revenues and appropriations sections are automatically 

loaded from the audit summary worksheet (Audsum) for that year.  The Audsum is 

completed by the districtôs public school accountant in the web-based system and is taken 

from the data in the Budgetary Comparison Schedule of the Comprehensive Annual 

Financial Report.  The Audsum amounts cannot be accessed and revised via the budget 

program.  The Audsum data will be loaded into the budget after the district has certified the 

Audsum data.  If a district needs to correct the 2016-17 amounts, this can only be done 

through a revision of Audsum by the district's public school accountant.  The school district 

will need to recertify the revised Audsum in order for the revisions to flow through to the 

revenues, appropriations and recapitulation of balances in the budget software.  Once the 

revisions are made in the Audsum and certified by both the public school accountant and 

the district representative, an updated version of the budget program is available to the 

district. 

 

The 2017-18 revised revenues and appropriations figures represent the current year budget 

with revisions as of February 1, 2018.  These columns are presented for comparison with 

the proposed 2017-18 budgeted amounts.  The budget program loads the 2017-18 data from 

the certified budget on file with the NJDOE including any adjustments for un-liquidated 

purchase orders that were open at the end of the prior audited year.  The preloaded data 

must be updated by the district user to reflect the appropriations for June 30, 2017 year-end 

encumbrances and any other revisions made between 7/1/17 and 2/1/18. 

 

The budget statement is organized on a fund basis.  The following revenues and 

appropriations totals for the 2016-17, 2017-18, and 2018-19 years must agree: 

Fund Revenues Appropriations  

General Fund Line 720 Line 84060 

Special Revenue Fund Line 840 Line 88760 

Debt Service Fund Line 935 Line 89980 

Total Revenues/Sources to Total 

Expenditures/Appropriations 

Line 1000 Line 90000 

 

The budget software will generate all revenue and appropriation budget forms and reports 

and related supporting documentation.   Also included as part of the program are various 

edits for agreement between certain revenue and/or appropriation lines as well as 

supporting documentation items.  A complete list of the edit checks is included at 

Appendix B to this document. 

 

 

B. The ñHomeò Tab 
 

The Home tab contains basic summary information from the NJDOE regarding the budget 

software.  Notices regarding updates to the software will be included on this tab.  No data 

entry is allowed on this screen. 
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C. Completing the ñBudgetò Tab 
 

i. Revenues 

 

Data entry for some revenue lines will be performed on the other pages, and will flow to 

the revenues screen.  This eliminates the need to enter the same data in multiple 

screens.  These are the screens which have data entry that will flow to the revenues 

screen: 

¶ Recapitulation of Balances ï all surplus and reserve activity is to be entered on 

the Recap of Balances screen under the Budget tab, and will flow to the 

Revenues screen. 

¶ Preschool Education Aid ï fund 20 Preschool program activities from the 

Division of Early Childhood approved budgets are to be entered on the Preschool 

Education Aid screen under the Budget tab, and will flow to the Revenues 

screen. 

¶ SEMI ï Special Education Medicaid Incentive revenue is recorded on the SEMI 

screen under the Budget tab, and will flow to the Revenues screen. 

 

When a line is a total line or when data for the entire line is pulled from another form, 

the line is highlighted in green, and no data entry is allowed.  If data entry for only 

2018-19 is pulled from another form, the line will not be highlighted.  For lines where 

data entry is pulled from another form, the SubTitle column describes where the data 

entry is performed. 

 

On the revenues screen, there are functions at the top of the screen to hide or show 

columns.  This can be used to customize the view of the screen for data entry or for 

export.  In the ñclick to hide columnò function, select in the drop-down box the 

column to be hidden from view, then click on ñclick to hide columnò.  The selected 

column will no longer display on the screen.  Users may do this for multiple columns.  

Columns hidden using this function will not be included in the files created using the 

buttons for Export PDF or Export Excel. 

 

If the user has hidden a column and wishes to view it again, in the ñclick to show 

columnò function, select in the drop-down box the column the user wishes to show, 

then click on ñclick to show columnò.  The selected column will now display. 

 

There is also a function at the top of the screen to go to a specific line number.  In the 

box next to ñclick to show rowò enter the revenue line number the user wishes to go to, 

then click on ñclick to show row.ò  The line entered will be highlighted in yellow in the 

view screen.  Do not hit the ñenterò key from the line number cell in this function.  

This will exit the user from the program. 

 

Descriptions of columns included on the revenues screen are: 

1. Li ne # - This is the line number of the account. (no entry allowed) 

2. Title  ï This is the name of the account. (no entry allowed) 
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3. SubTitle ï This is a description of the cost center in which this line is 

included.  Notes are included in this column for lines where data entry is 

performed on different screens. (no entry allowed) 

4. Account ï This is the account number based on the Chart of Accounts. (no 

entry allowed) 

5. Sum to Line ï This is the subtotal line into which this detail line will add. 

(no entry allowed) 

6. 2016-17 ï Preloaded into this column is the Audsum data submitted by the 

district auditor and certified by the district.  (no entry allowed) 

7. 2017-18 ï Preloaded into this column is the districtôs original 2017-18 

budget submitted to the NJDOE.  This data must be updated to reflect 

revisions as of February 1st, and includes the prior year encumbrances in 

current year. 

8. 2018-19 ï This column must be completed for the projected budget. 

9. Difference - This is the dollar increase or decrease from 2017-18 to 

2018-19. (no entry allowed) 

10. Difference % - This is the percentage increase or decrease from 2017-18 to 

2018-19. (no entry allowed) 

11. Explanation (applicable only to advertised lines) ï This column is 

available for districts to explain fluctuations in the budget or entries on the 

revenue lines.  The explanation column is open for all revenue lines.  This 

must be completed for any ñotherò revenue categories.  There will be edits 

in the ñEdit Reportò screen to ensure that if the 2018-19 amount is greater 

than zero on the ñother revenueò lines, that an explanation has been entered. 

 

Note: Scroll bars on the revenues screen 

There is one set of scroll bars for the entire window, and another set on the inset-

box for the details of the revenues.  While navigating the screen, make sure to use 

the scroll bar at the desired level. 

 

 

 
 

Local Sources: 

 

Revenues are segregated by fund.  The general fund revenue from local sources section 

provides the information with the delineation of restricted and unrestricted revenues.  












































































































































































































































































































































































